MIDWEST AREA
STANDARD OPERATING PROCEDURES
MANUAL

REMINDER CALENDAR

Created by:
Program Administrative Support Task Group
Updated July 2003



REM NDER CALENDAR

Weekly or very reqular basis

ARS Weekly Reports are due in the Area Ofice by COB Tuesdays.
Foreign Visitor log faxed to Marie Bishop; negative responses not needed.
Backup conputer on a regul ar basis.

Check supply request list for any supplies that need to be ordered. Mbnitor
supply of copy paper, toner, fax film etc.

Update credit card transactions within PCVS.

Send any outside recognition received by enployees to Area Ofice.
Bi -weekly

Submit Time and Attendance reports.

Mont hl y

Monitor OSQR (OFfice of Scientific Quality Review) for updated announcements
and schedul ed CRI'S project conpletion.

Wthin ARIS, check for any ARS-416s, 550s, or 425s which will be terninating
and need to be extended or will require reports. Request necessary reports
from SYs.

Moni tor progress of manuscripts. Conplete any followup calls that need to be
made to the publisher or reviewers. Enter any Journal Acceptance Dates into
ARI S that have not been entered. Update authors’ lists of publications.
Reconcil e Status of Funds report.

Quarterly

Check applicable quarter for GCvil Rights/EEO Quarterly Report

January

Go through files, disposing of materials that may be di scarded, and do a
general “house-cleaning” of conputer files and general files.

M d-January: Subnit docunentation of Cat. 1, 2, 3, 4, and 6 acconplishments,
apprai sal and award fornms to Area Director (if at Center, submt through
Center Director). See Personnel Section for additional information.

Al Cat. 1, 2, 3, 4, and 6 enpl oyees nust have perfornmance standards and | DPs
in place by March 7 to be considered for a full performance cycle.

February

Look for updated fornms. Check web sites to see if still current.

Mar ch
Spring C ean-up on 425s ONLY.

Watch for letter fromArea Ofice to initiate ARMPS process.
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Solicit SYs for equipnent, travel and personnel needs for the Annual Resource
Managenment Pl an System (ARMPS). Provide information to RL for narrative
section of the ARMPS.

Performance Cycle for CAT 5, 7, 8, & 9 ends March 31

Apri |
Type performance el enents on Performance Appraisal (El ectronic AD-435) for
Cat. 5, 7, 8 and 9 personnel. Distribute to supervisors with instructions for

conpl eti on.

Prepare new performance standards and I ndivi dual Devel opnrent Plan (1DP
form ARS-48). These nust be in place by June 6 to be considered a ful
per formance apprai sal period.

May
Next FY CGuideline Dollars file opens for permanent fund transfer actions.

Return compl eted Appraisal forns (AD-435) for Cat. 5, 7, 8, and 9 enpl oyees,
along with Award forns (AD-287), to the Area office.

Nat i onal Science Foundation (NSF) grant proposal s announced.

June

Make sure all Cat 5, 7, 8, and 9 enpl oyees have performance standards and | DPs
in place by June 6 for a conplete performance appraisal cycle. Mke sure all
m d-term apprai sal s have been conpleted on Cat. 1, 2, 3, 4, and 6 enpl oyees.
Print Detail by Author report (Cat. 1, 2, 3, 4 only) and provide to
supervisors with enpl oyees' current standards to conplete nid-year reviews on
all Cat. 1, 2, 3, 4, and 6 enployees (second cycle enployees). Update Journa
Acceptance Dates on ARS-115s.

Post doc application process opens for data entry in AR S.

July

Md-July: Final day in ARIS for Pernanent or Tenporary FY fund transfers
bet ween D-type projects and for HQ funded postdocs. Final day for extranural
agreenents addi ng current year funds or extending tine in AR S.

M d-July: Postdoc fund transfers to be included in next FY ARMPS are due
(person has to be on-board before funds can be transferred).

Watch for notice of extranural deadlines.

Begi n AD-421 Annual Report process.

August

Ofice of International Cooperative Devel opnent (O CD) Scientific Cooperation
proposal s are due; Binational Agricultural Research and Devel opnent (BARD)
proposal s announced. A 425 must be entered into AR S

Fi nal ARMPS gui delines dollars available for printing frombriefing packet.
Final ARMPS is due in md-August to Area Ofice



M d- August: Prepare and enter into ARI'S annual 421 progress reports.

Run a list of approved travel fromthe upcom ng FY ARVWPS to have on hand to
rem nd scientists.

Sept enber
Annual Ethics training takes place in early Septenber.

Prepare requisition AD-700 for Research Support Agreenents (RSA).
Update rel at ed docunent ati on.

Prepare Bl anket Travel Authorizations for next year.

Prepare new files for travel vouchers and other “fiscal year” filing.
Update investigator/SY tine on projects in AR S.

Inquire with your scientists if any of themare preparing NRl grants.
Cct ober

Update M ssion Statenment in ARIS.

Make sure all Cat. 5, 7, 8, and 9 have had nid-term performance revi ews
conpl et ed.

Fall d eanup of 425s only.

Novenber

Funded postdocs announced.

Print out Detail by Author reports to update publications.

Decenber

Per f ormance cycle for CAT 1, 2, 3, 4, and 6 ends Decenber 31st. Pull Detail
by Author reports fromAR S for ARS-435 Appraisals. Send nenp to SYs to subnit
docunentation of their acconplishments to RL for perfornmance appraisals. Type
performance el enents on Performance Appraisal (Electronic AD-435) for Cat. 1,
2, 3, 4 and 6 personnel. Performance standards and | DP's nust be in place by
April 1 to be considered a full performance appraisal period.

Prepare new files for the com ng year for T&As and any ot her “cal endar year”
files.



